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THE WHITE HOUSE

WASHINGTON

December 27, 1977

MEMORANDUM FOR THE HEADS OF

EXECUTIVE DEPARTMENTS AND AGENCIES

Travel abroad by senior officials of the Federal Govern-
ment is an important part of the Administration's conduct
of foreign policy. To insure that such travel is planned
and timed in the best interests of our overall foreign
policy, I have asked the Department of State to establish

a set of procedures for coordinating travel plans by senior
Administration officials (to include Assistant Secretary
level and above or the equivalent) . When you or senior
members of your Department or Agency are contemplating a
trip abroad, you should notify the Executive Secretariat

of the Department of State at least 10 working days before
your trip. Before confirming your travel plans with foreign
government representatives, you should tell the Executive
Secretariat about the purpose of your trip and the expected
date of departure. The Department of State will review the
travel plans and, if necessary, will suggest modifications.
The Department will keep the Assistant to the President for
National Security Affairs informed of travel plans and will
consult with the National Security Council in making these
decisions. After the trip is cleared, the Department of
State will be happy to provide briefings or other sorts of
help you may desire.

If you hear no reply from the National Security Council
or State Department, or if there are unwarranted delays in
their response, you should go ahead with your plans.

Instructions for reporting foreign travel will be provided
separately by the Department of State.
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